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PURPOSE:

To provide instruction for processing Change of Venue orders.
OBJECTIVE:
· To provide the necessary direction to ensure that Change of Venue orders are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-407, if a change of venue is ordered, the court shall transfer the action to the most convenient adjoining county, unless the parties agree to some other county in which case the court shall transfer the action to the agreed upon county.
EVENT DRIVER:

· A receipt of a minute entry (received via e-mail at “Records-COV-CSC”) ordering a Change of Venue (COV).
PROCEDURES: 
1. Upon receipt of the minute entry ordering the Change of Venue (COV), ensure that the transmittal fee was paid.  Refer to the Fee Schedule for appropriate transmittal fee.  The minute entry should state which party is responsible for payment.  

2. At times, the judge will waive the transmittal fee.  If DES is involved or it is a Mental Health file, the fee is always waived.
A. Complete and mail the Notice to Pay Fee form to the paying party. 
B. Maintain the minute entry in the pending area until the fee is paid or the waiting time has expired.

3. The filing counter will issue a credit memo and copy of the Notice to Pay Fee form indicating the transmittal fee was accepted. 
A. The filing counter will docket and scan the Notice and then forward the Notice to the COV Desk.  If the Notice is not received, check COSC Receipting in Secured Applications or iCIS daily.  (Note: Once the credit memo is on docket or in Receipting there is no need to wait for the Notice.) 
B. The party responsible for the transmittal fee has 20 calendar days to pay the fee.
C. Process the Change of Venue
4. Access the case file via iCIS or OnBase Inactives and print all documents. For MH cases, contact Discovery & Confidential for assistance 
5. Print a docket printout and review to ensure all documents are in the court file.  

6. Make two (2) copies of minute entry or order that ordered the Change of Venue and the docket printout.  Place these with the copies of the case file. 
7. Contact the Exhibits Department if the file mentions exhibits.  Forward the exhibits along with the original documents to the new county. 
8. Certify the entire court record “under-one-cover” rather than certifying each document separately.  On the one cover form, include the following notation, “This constitutes the entire file as of [MM/DD/YYYY]”.  Include a docket printout (which lists everything included) with the packet to the new county. 

9. Discovery and Confidential will print any sealed/confidential documents, place into an envelope, annotating the case number and write “sealed/confidential or restricted documents” then present the item(s) to COV Clerk.
A. Access ETS and change any item’s status to “Not Available”. 
B. In the “Location/Notes” box, type “Change of Venue per minute entry filed [input date of ME] item sent to input transfer County’s name such as “Pinal County”.

10. Forward the extra docket printout to the appropriate docket department. 
11. Attach the appropriate routing slip to the copy, noting “PLEASE DOCKET, SCAN AND DISCARD, CHANGE OF VENUE TO __________COUNTY”, along with the current date. 
12. Mail the original documents from the file along with any documents from iCIS/OnBase to the new county. 
13. Complete a green card receipt and certified mail receipt annotating the case number on both receipts (all original documents are sent by certified mail). Log in the COV Mail Receipt Log which is located on the S:\Cust_Svc\CSC\D&C\COV folder.  
14. Once the green card receipt is returned from the accepting county:
A. Type the case number and caption on a blank sheet of paper. 
B. Attach the green card receipt and certified mail receipt. 
C. File stamp the document with the current date and clerk’s signature. 
D. Annotate “PLEASE DOCKET AND SCAN” on the document. 
E. Forward to docket.

15. Enter the date received information in the Return Receipt mail log which is located on the S:\Cust_Svc\CSC\D&C\COV  folder. 
16. Supplemental Filings on a Change of Venue:
A. Docket/EDM-QC staff will notify the Change of Venue desk via OnBase workflow of any recently filed documents. 
B. Print all supplemental documents from OnBase workflow.
C. Mail the documents along with a cover letter to the new county.  The cover letter is located on the S: Drive under the CSC Public Records Forms section of the Cust_Svc folder listed under the appropriate county such as: COV Apache County. 
D. Supplemental documents do not need mailing via certified mail. 
E. Any documents that were filed in error in our court are to be sent back to the appropriate county or court using the COV Notice Out of County Letter located on the S: Drive under the CSC Public Records Forms section of the Cust_Svc folder.

17. Abandonment of Change of Venue:
A. Once the 20 day time period has elapsed without payment of the fee, an Abandonment Memorandum, located on the S:Drive under the CSC Public Records Forms section of the Cust_Svc folder, must be completed. 
B. Before completing the form, verify that the fee has not been paid. 
C. Review the docket and case file thoroughly and check COSC Receipting in Secured Applications. 
D. If there is no mention of payment, proceed with processing the memorandum to the assigned judge. 
E. If the memorandum is returned along with the Advice of Nonpayment of Transmittal Fee and a signed Order, file in the documents.  Send them to the appropriate docket department for scanning with a routing slip notating that the COV flag should be removed from iCIS.

POLICIES / RELATED DOCUMENTS:
· ARS 12-407: Order for change of venue; transmittal of papers; payment of fees and costs; effect of failure to pay.
· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· Docket
· EDM-QC

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· e-mail folder: Records-COV-CSC 

· iCIS
· OnBase

· ETS
REPORTS / FORMS:
· Notice to Pay Fee form

· Return Receipt mail log
· New County Cover Letter 
· COV Notice Out of County Letter 

· Abandonment Memorandum
· Advice of Nonpayment of Transmittal Fee 
DEFINITIONS:
· COV: Change of Venue
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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